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5YR Operating Plan Report – Planner Guide 
This document will walk the planner through running the 5YR plan report that they can then report back 
to the planning officer for reporting to the Local Business Area Leadership Team. 

How to run the report: 

1) Log on to the citrix site 
2) Open MS Access application 
3) Open the report from (f:\tka_root\Genus_Reporting\Reports_in_Development).  The name of 

the report is called: 5YearPlanforTKA.mdb 
4) When the report opens it will look like this. 

 

5) You may get a warning at the top of the screen, click on the options and select “Enable Content” 
6) Choose the dates that you want to run the report on. (e.g. April 1, 2016 in the “From” box and 

March 31, 2021 in the “To” box) 
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7) In order to start the process, you need prep the data.  
• Click on the Prepping Data Button 

 

• When you click on the “Prepping Data” button, you will get a message pop up asking if you want 
to run a make table query that will modify your data, say “Yes” 
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• Another message will pop up, saying the existing table will be deleted before creating the new 
table, say “Yes”. This step will take a few minutes so be patient. 

 

Pay attention to the Run Query box at the bottom of your screen.  

 

• You will get a message pop up saying the your are about to paste rows into a new table, say 
“Yes” 
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• Once you click “Yes” , you are ready to preview the report. Click on the button “Preview 5 yr 
plan Report” 

 

• Preview the report 
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• Once you have looked at the report, you can export the report. 
o Export the report either in excel format (allows manipulation) or pdf format (snapshot in 

time) 
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• Export to the following folder using the naming convention. By placing the file in this folder and 
using the naming convention, the planning officer can then review the reports and rollup the 
numbers for the Local Leadership Team Meeting. 

o Folder location: \\olive\S63013\BCTS\TSO_Planning\TSO\RCDR_5yr_Plan Reports 
o choose the appropriate year (i.e. 2017) and store in that location 
o Naming Convention: TKA_FT_YYYYMMDD (eg. TKA_Merritt_20160301.xls or 

TKA_Merritt_20160301.pdf) 

 

OR: 

file://olive/S63013/BCTS/TSO_Planning/TSO/RCDR_5yr_Plan%20Reports
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8) If you need volumes uploaded, please put in a GIS request and request volumes be uploaded 
from VRI overlay tool. 

9) If you have volumes in the system, please check the allocation tab to ensure that estimate is 
chosen as it doesn’t automatically toggle.  Please refer the best practices document for more 
information regarding items to check when information isn’t showing up as you would suspect it 
to. 

Document Change Tracking 
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tab. 

 

Save PDF copy of document to G:\BCTS\TSO_Library\!LRM SOPs and User Guides 

file://sfp.idir.bcgov/S164/S63013/BCTS/TSO_Planning/TSO/RCDR_5yr_Plan%20Reports/5%20YR%20Op%20Plan%20Reports/TKA%205YR%20Operating%20Plan%20Process/QR_5YRPlan_BestPracticesTipsAndTricks.pdf

	Document Change Tracking

